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H. Issuance of a pickup or attempt-to-locate; 
 
I. Stolen property, which has a unique serial number to be entered into N.C.I.C. by Case Desk personnel; 
 
J. Any case where property is submitted. 

 
For any other type of incident, members of the Department shall complete the appropriate form and route it to the 
Records Bureau through Departmental mail or through electronic folders without cutting a case.  This includes 
domestic violence cases in which no probable cause exists to make an arrest or issue a pickup [e.g., one participant 
accuses the other of committing domestic violence, but, in either case, no marks can be seen on either person and no 
witnesses exist]. 
 

711.10 Whenever possible, the narratives of all Incident Reports and Arrest Reports should be entered into the RMS system 
R second narrative block of the incident.  The narratives for Incident Reports and Arrest Reports should be neatly 

handwritten or typed. When handwriting an Incident Report, officers will take great care to ensure they are legible and 
complete.  A phoned in recording of the Additional Information Report narrative is allowed and encouraged to 
thoroughly document the following incidents: 

 
A. Felony offenses, which have solvability factors present [e.g., follow-up is needed]; 
 
B. Assaults [or threats thereof] in which a deadly weapon was present, or an officer is the victim; 
 
C. Human death; 
 
D. Felony arrests;  
 
E. DUI arrests; 
 
F.   Any case approved by a supervisor. (Officers must indicate at the beginning of their report which supervisor pre-

approved and reason.) 
 
Records Bureau supervisors will notify an officer’s Bureau Commander concerning any reports called in that do not 
meet these guidelines. 

 
711.11 It is the responsibility of the officer in charge at the scene of a police incident to ensure that only one (1) officer  
  functions as the reporting officer. The reporting officer will gather all pertinent information regarding the incident and 

complete the preliminary Incident Report. This officer will obtain an incident number from the dispatcher, to avoid 
pulling extra incident numbers.  Supplemental reports shall be completed by additional officers to document any action 
that they take at the scene of a police incident.  

 
711.12     PERSONAL INFORMATION: 
      Actual names of persons/businesses should not be included in the synopsis portion of the Incident Report, as this is 

open record. Role and sequence numbers should be used in the synopsis. The synopsis should include only a basic case 
summary (who is reporting what happened and to whom it happened). Supplemental case Additional Information 
Reports should give full names of persons/business involved and personal information (i.e. street address, phone 
numbers, social security number, financial card and other account information) only at the beginning of the report 
where it can be easily redacted.  The narrative portion of the report should include a thorough description of the 
incident and other activity without detailed information of a private nature. 

 
711.13 The RMS workgroup notification will automatically designate the unit/section to receive a copy of the Incident Report. 
     

A. When cases are closed in the field, do not route report copies to the Investigations Division. 
 
B. In cases where misdemeanor arrests are made, with the exception of domestic violence reports, report copies are 

not routed to detectives. 
 
C. Copies of prosecutable, misdemeanor, adult cases with no arrest made or follow-up needed shall be routed to the 

appropriate Investigations section (except domestic violence cases meeting this criterion, which go to the 
Domestic Violence Detective). 

 
711.14 SUPERVISORY RESPONSIBILITIES: 
      R   Supervisors are responsible for reviewing all police reports, whether handwritten or electronically submitted.  If 

departmental standards are met, they shall approved and delivered to the Records Bureau.  If not approved, the case 
shall be returned to the reporting officer for corrections and re-submittal. 

 
711.15 PRIORITY REQUESTS FOR ADDITIONAL INFORMATION REPORTS: 
          Members of the department needing reports typed for case charging or court testimony must present their priority 

request as soon as they become aware that the report is needed.  
 




